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bpprclb 

Overview 
 
Trigger: 
 
Agency payroll staff wants a report showing employees current leave balances. 
 

Business Process Procedure Overview 
 
The system tracks all leave earned and used as well as available leave balances.  This data 
can be viewed in the following ways: 
 

• Leave Reports 
Ø Information in the report is current as of the last date time evaluation was run. 
Ø Run the report for the pay period being paid.  If run for a past or future pay period 

the results will not be accurate. 
Ø The report ending balance equals the remaining balance on the Quota Overview 

screen or the leave balances tab on the time entry screen. 
Ø The ending balance on the previous pay period’s report may not match the 

beginning balance of the next pay period’s report.  This will occur if adjustments or 
Quota Corrections are made to a prior pay period after that period’s report.  The 
ending balance will be correct. 

Ø If an employee’s leave is reduced using a Quota Correction as in the case of sick 
leave bank donations it shows as a negative number in the quota correction column.  
If it was increased it shows as a positive number. 

 
• Quota Overview screen 
Ø Information on the screen is always current.  Leave use posted on the time entry 

screen and leave payouts or paydowns immediately update the ending balance. 
Ø Leave accrual is generated when time evaluation processes. 

 
 

Procedural Steps 

1.1. Access transaction by: 

Via Menus Time Entry Operator > Reports after Time Evaluation > Report of 
Current Leave Balances 

  
Via Transaction Code Z_LEAVE_BAL 
  
Via Favorites Menu Report of Current Leave Balances 
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Double click on “Report of current leave balances” and the following screen will appear: 
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Input – Available Fields Field Value 
Payroll area UB 
Payroll period Current or Other depending on if payroll has processed 
Personnel number Employee Identification Number of the employee or employee’s 
Organization key Agency, Low Org, and Distribution Code 
Leave Code Codes that identify the type of leave 
Negative Balances Yes or No 
Page Breaks Yes or No 

1.2 Specify the payroll area.  The screen defaults to the correct area, UB. 

1.3 Specify the pay period for the Report of Current Leave Balances.  The screen has 
the selection of current period or other period. 

• Current period 
Ø Use this option during the week of payday. 

 
• Other period 
Ø Use this option during the week of time entry.  Type in the pay period and 

calendar year for which time is being entered. 
 
This report should not be run for a prior pay period.  The ending balance on the 
report is always as of the last date time evaluation ran.  If a prior pay period is used 
in the "Other period" field the balances on the report are incorrect. 

1.4 The “Personnel number” field may be left blank if using the agency “Organization 
key”.  Specific employees may be selected by entering the employee identification 
number(s) in the “Personnel number” field.  Enter more than one EIN by clicking on the 
arrow box next to the “Personnel number” field.  A box appears that allows entry of 
multiple EIN’s. 

1.5 The “Organization key” field allows entry of the Agency code followed by a blank 
space, the Organization code and the Distribution code to specify a selection of 
an employee group.  Use the wild card symbol, *, in the selection criteria to get all 
employees within the same org.  For example, to print the report for all employees in 
agency 100 and org 0420, enter 100(space)0420*.  Enter multiple organization keys by 
clicking on the arrow box to the right of the “Organization key” field.  A box appears that 
allows entry of multiple individual organization keys or a range of organization keys.  
The example below shows entries for selecting employees in agency 100 org 0420 and 
any distribution code. 
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1.6 The “Leave Code” field may be used to view only certain types of leave.  If nothing 
is input all leave types are displayed for the requested employees.  If a specific code is 
input only the employees that have a balance for that type of leave are displayed.  Enter 
multiple codes by clicking on the arrow box to the right of the “Leave Code” field.  A box 
appears that allows entry of multiple individual codes or a range of codes.  Each code is 
listed below. 

91 Annual 94 Military 
92 Sick 95 Comp 
93 Converted Sick 96 Excess 

1.7 The option to “Display only leave balances that are negative” may be used to view 
negative balances.  The default is “No”, show all leave balances.  Select “Yes” to view 
any leave balance that is negative.  This option may be combined with the leave code 
field to view certain types of leave that are negative rather than all types at once. 

1.8 The “Page Breaks” buttons create a page break after each org change or not 
create any page breaks.  The default is Yes, create page breaks. 

1.9 Click on the Execute button in the upper left area that looks like a clock to view 
the report.  An example of the report is below. 
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1.10 To print the report, click on the print icon, or choose List > Print from the screen 
heading toolbar. 

 


